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Inspections--

Building Permits

The recommended browser is Chrome.
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Click link to view video: Requesting Inspections

https://www.youtube.com/watch?v=WMlv621MUGE


1.Login. 

2.Click Home tab (#1).

3.Click My Records tab (#2).
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4. Click the arrow to the left of the module ‘Building’.
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5. Locate the  record number for which you want to request 

the inspection.

6. Click the blue text link to access the record (#1).
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7. The Record

Details  page 

displays  

(shown). Click 

the Record Info  

drop-down 

menu  arrow

(#1).

8. Click Inspections  

(#2).
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9. The Inspection  page 

displays  

(shown).Upcoming  

inspections  display

(#1).

10.To Request  

Inspection, click  link 

(#2) or use the  

Actions drop-down  

menu and click 

schedule  (#3).
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The Request  an

Inspection  

page displays  

(shown).

11.Click box to  

the left of  

Show  

Inspections. 

All  

inspections  

display.
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12. Click the button to the left of the inspection you want to  

schedule (#1). A calendar displays (shown).

13. Click date to select it.
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14.After a date is selected, the hours of availability display 

(#1).  Click the round button to the left of the preferred

time.

15. Click Continue.
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16. The Location/Contact verification page displays (shown). 

To  change contact information or add notes, click Change 

Contact  (#1).
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17. If necessary, change contact information. Next, click  

Submit.
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18.The verification page displays. To add notes for inspector, 

click  Include Additional Notes link (#1). Optional 

comments or  instructions for Inspector box displays. Type 

comments. Next,  click Finish.
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19.The inspection request is submitted. To view inspection 

details,  reschedule or cancel, click the Actions drop-down 

menu arrow  (#1).
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20. If Reschedule is selected, a calendar displays-repeat the  

scheduling process. If Cancel is selected, the Cancel Inspection  

page displays. Click Cancel Inspection (#1).
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21.The Inspections page displays upcoming (#1), requested 

(#2)  and/or cancelled inspections (#3).
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22. After inspection is requested, a confirmation email is 

generated to the account owner’s email address.

06/2021



2/2/2018

For help scheduling inspections, please contact Development 

Services Department Call  Center, 210-207-1111, M-F, 7:45am to 

4:30pm.
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